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Your privacy

At Community Legal Western Australia (CLWA, we, our), we believe privacy is an important right of
individuals and we are committed to protecting your privacy. We take steps to protect and handle
your personal information in the ways described in this privacy policy and in accordance with the
Privacy Act 1988 (Cth) (Privacy Act).

In particular, we seek to comply with the Australian Privacy Principles which are contained in the
Privacy Act, which governs the collection, use and storage of personal information of all people who
are involved with or otherwise interact with CLWA. Please read our Privacy Policy below carefully.

Open and transparent management of personal information

We make our Privacy Policy available on our website and we can also provide a hard copy version upon
request. If you would like more information or a hard copy of this Privacy Policy, please contact us by:

Phone: (08) 6255 8870

E-mail: administrator@communitylegalwa.org.au

Privacy Policy

Policy statement

Protecting the privacy of the Individuals Community Legal WA (CLWA) deals with is important to us.
This policy explains how we manage personal information within CLWA.

Personal information

Personal information means information or an opinion about an individual whose identity is
apparent or can reasonably be ascertained from the information or opinion. We collect and manage
personal information for the primary purposes of conducting our business operations and providing
services to our members and for the other purposes referred to in this policy or as otherwise
communicated to you from time to time.
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General

For association members and their staff, external stakeholders and members of the public that
interact with us, the personal information which we collect, store, use and disclose may include:

your name, title and pronouns;

your age or date of birth;

your contact details (such as your contact number, email address and postal address);
your demographics (such as your suburb and postcode);

details of the courses, training or other events you want to engage with;

the issues and matters you disclose to us;

the 'sensitive information' referred to below; and

any other personal information provided by you in correspondence with us or that we collect
in the course of our relationship with you.

Our employees, volunteers, contractors, service providers and suppliers

For employees, volunteers, contractors, service providers and suppliers, the personal information
which we collect, store, use and disclose may include:

your name, title and pronouns;

your age or date of birth;

your contact details (including emergency contact details such as your next of kin);
information contained in resumes;

educational details, employment history, skills and background checks;

references from past employers and referees;

evidence of your right to work in Australia;

evidence of your identity, such as a passport or drivers' licence number;

personal information required to make payments, such as bank account details;

the following types of 'sensitive information' referred to below: membership of a professional
or trade association or trade union; or criminal record checks; and

any other personal information provided by you in correspondence with us or that we collect
in the course of our relationship with you.

Requesting a referral to an independent legal service provider

If you request a referral to an independent legal service provider, the personal information which we
collect, store, use and disclose may include:

your name, title and pronouns;

your age or date of birth;

your contact details (such as your contact number and email address);
your demographics (such as your suburb and postcode);

details of the legal issues and legal matters you disclose to us;

the 'sensitive information' referred to below; and

any other personal information provided by you in correspondence with us or that we collect
in the course of our relationship with you.
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Sensitive information

In addition to the types of information set out above, CLWA may, in limited circumstances, collect
some personal information that is considered 'sensitive information' for the purposes of the Privacy
Act. The sensitive information which we may collect from you may include information or an opinion
about your:

e health;

e race or ethnic origin and language group;

e religious beliefs and affiliations;

e political opinions and membership of a political organisation;

e philosophical beliefs;

e membership of a professional or trade association or trade union;
e sexual orientation or practices; and

e criminal record.

Collection of solicited personal information

We only collect personal information by lawful and fair means where reasonably necessary for our
functions or activities of providing our business operations and providing services to our members.
Where we collect your personal information, we endeavour to do so in a non-intrusive manner.

We collect personal information which:
e for association members and their staff, you provide to us in the course of seeking our
services, such as ongoing training;
e you provide to us when you apply for positions with us;

e for members of the public, you provide to us in the course of seeking a referral to external
legal providers;

e you provide to us in physical or electronic documents or correspondence;
e you provide to us in the course of updating or changing your details; and

e s provided to us by third parties who have disclosed that information to us with your consent
or otherwise in accordance with the Privacy Act (and only if it would be unreasonable or
impracticable to collect the information directly from you).

Subject to certain exceptions under the Privacy Act, we only collect sensitive information about you
if you consent to the collection of the information and the information is reasonably necessary for
one or more of CLWA's functions or activities. The provision of sensitive information to CLWA on a
voluntary basis will be taken to be consent for this purpose.

Collection of unsolicited personal information

From time to time, we may receive unsolicited personal information about you. Unsolicited personal
information is information we may receive from you which is not in response to a request by us for
that information or information that we may receive from you in error.

Where we receive unsolicited personal information about you (either directly from you or from a
third party), we will consider, within a reasonable period, whether we could have collected that
personal information from you had the personal information been solicited.
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Where we determine that we could have collected the unsolicited personal information had it been
solicited, we will store, use and disclose that personal information in the manner set out in this
Privacy Policy.

Where we determine that we could not have collected the unsolicited personal information had it
been solicited, we will destroy or de-identify that unsolicited personal information as soon as
practicable, provided it is lawful and reasonable to do so.

Collection, use and disclosure of personal information

We may collect, store (in hard copy or electronic form), use or disclose and otherwise process your
personal information for the primary purpose of conducting and supporting our functions or
activities as an organisation. Without limiting the foregoing, we may collect, store, use or disclose
your personal information:

e to make a referral to a community legal centre or legal assistance provider;

e to contact you should we need to;

e to provide you with useful information in relation to community legal centres and legal
assistance providers;

e to address any enquiries, complaints or feedback from you;

e in relation to CLWA's administrative functions, such as maintaining our business records and
system administration;

e for the purposes of CLWA's reporting obligations, including with respect to its funders and
member community legal centres; and

e todo anything CLWA is required or authorised by law to do.

CLWA may also de-identify, aggregate, analyse, and use personal information to inform its
operations, advocacy, and planning.

Disclosure of your personal information

CLWA will never sell your Personal Information to any third party.
We may, from time to time, disclose your personal information to:
e community legal centres and external legal practices who may provide assistance to you,
where you have given your consent (express or implied);
e third parties where you have given your consent (express or implied);

e our professional advisors, contractors or other service providers whom CLWA may engage
from time to time to carry out, advise or assist with the carrying out of the functions or
activities of CLWA; and

e government agencies or other similar entities as required or permitted by law.
CLWA will not use or disclose your personal information for a secondary purpose unless:

e you consent to the use or disclosure for that purpose or you would reasonably expect us to
use it for a secondary purpose which is related to the primary purpose (or directly related in
the case of sensitive information);

e the use or disclosure is required or authorised by law; or

e the use or disclosure is otherwise permitted by the Privacy Act (for example, as a necessary
part of an investigation of suspected unlawful activity).
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Overseas disclosures

CLWA is based in Australia, so your personal information will be processed in Australia. However, we
may send your personal information to organisations or persons located overseas. For example,
indirect disclosure of your personal information to third parties overseas may occur when we use
cloud based applications such as accounting software or recruitment platforms.

We will take all reasonable steps in the circumstances, to ensure that the third party does not breach
the Privacy Act. In particular, we will not send your personal information overseas unless either:

e we reasonably believe that the recipient of the information is subject to a law or binding
scheme that has the effect of protecting information in a way that, overall, is at least
substantially similar to the way in which the Privacy Act protects personal information and
there are mechanisms that you can access to take action to enforce that protection of the law
or binding scheme; or

e you have consented to the transfer.

Please be aware that we are not responsible for the privacy practices of such other websites or
organisations. We encourage our users to read the privacy statements of each and every website
that collects personally identifiable information. This Privacy Policy applies solely to information
collected by us and via our website.

Security, storage, and integrity of personal information
CLWA will take:

e reasonable steps to ensure that the personal information that we collect, use, and disclose is
accurate, up-to-date, complete and relevant; and

e reasonable steps to protect your personal information (whether physical, electronic or
otherwise) from misuse, interference and loss, and from unauthorised access, modification or
disclosure.

Where personal information is stored with a third party (such as on our secure cloud servers), we
take reasonable steps to ensure that they secure the personal information.

CLWA also takes reasonable steps to destroy or permanently de-identify personal information which
it holds and which is no longer needed for the purposes described in this Privacy Policy.

Direct marketing

Unless you request otherwise, we may also use your personal information for marketing purposes to
send you news and information about our activities which we believe may be useful or of interest to
you. If you do not wish to receive these communications from CLWA, you may remove your name
from the database either by utilising the functional unsubscribe facility (if the communication is via a
commercial electronic message) or by contacting CLWA using the contact details provided above.

Collection via our website

To assist us to provide services to you, CLWA may use 'cookies' (a small text file stored on your
computer’s browser) on our website. Our website uses cookies to analyse website traffic and help us
provide a better website visitor experience. In addition, cookies may be used to serve relevant ads to
website visitors through third party services such as Google Adwords. These ads may appear on this
website or other websites you visit.
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In certain circumstances, this information may be considered anonymous information or personal
information under the Privacy Act. This is dependent on the device used and the method by which
you connect to the Internet. For example, while this information is generally not linked to the
identity of visitors, it may be linked where our website is accessed via links in an email we have sent
or where we are able to uniquely identify the device or user accessing our website.

Our website may use and combine such passively collected anonymous information or personal
information from various third party sources to provide better service to our website visitors and
users, customise our website based on your preferences, compile and analyse statistics and trends,
and otherwise administer and improve our website for your use. We may combine your visitor
session information or other information collected through tracking technologies with personally
identifiable information from time to time in order to understand and measure your online
experiences and to determine what products and services are likely to be of interest to you. By
accessing our website (including via links in an email we have sent), you consent to information
about you being collected, compiled and used in this way.

For more information about cookies and how you can opt out, you can visit
http://www.youronlinechoices.com.au.

Third party websites and links

This website may contain links to other websites. We also operate social media pages, such as
Facebook and LinkedIn.

We do not control the content or links that appear on these sites and are not responsible for the
practices employed by third party websites and websites linked to or from our website. These links
are meant for your convenience only. Links to third party websites do not constitute sponsorship or
endorsement or approval of these websites.

Please be aware that we are not responsible for the privacy practices of such other websites or
organisations. We encourage our users to be aware, when they leave our website, to read the
privacy statements of each and every website that collects personally identifiable information. This
Privacy Policy applies solely to information collected by us and via our website.

Your rights in respect of your personal information

Subject to any exceptions in the Privacy Act, if you have provided us with personal information, you
have certain rights in respect of your personal information. You may exercise those rights by
contacting CLWA on the details provided above. We may ask you to provide proof of your identity if
you request access to or correction of your personal information.

Access to your personal information

In the event that a request for access is made, we will review our records to determine what
personal information relating to you we hold and endeavour to respond to your request within a
reasonable period after the request is made, but in any event, within 30 days.

Once we have notified you of the nature of the personal information relating to you which we hold,
we will give you access to your personal information in the manner requested by you, if it is
reasonable and practicable to do so.

We do not levy a charge in respect of the making of a request for access to personal information
held by us. However, we may charge you for the reasonable costs incurred by us in providing you
with access to the personal information held by us.
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The Privacy Act provides instances where a holder of personal information may refuse to provide an
individual with access to their personal information. If we refuse to give you access to your personal
information, we will give you a written notice that sets out our reasons for the refusal and the
mechanisms available to complain about our refusal should you wish to do so.

Correction of your personal information

CLWA takes reasonable steps to keep your personal information as accurate, complete and up-to-
date as possible. We make an effort to ensure this data is of high quality, but this relies on the
accuracy and frequency of data provided by you.

You can assist us by notifying us if your circumstances change, such as if your name changes.

If we hold personal information about you and you request that we correct the information, we will
take reasonable steps to rectify the situation free of charge if we are satisfied that the information is
inaccurate, out-of-date, incomplete, irrelevant or misleading. If we refuse to correct your personal
information, we will give you a written notice setting out our reasons for the refusal and the
mechanisms available to complain about the refusal.

Complaints, questions or further information

If you wish to make a complaint about a breach of your privacy by CLWA, you may contact us using
the contact details provided above. All complaints will be investigated by an appropriately qualified
representative of CLWA. We will endeavour to resolve your complaint as quickly as possible and, in
any event, within 30 days. We will notify you of the outcome of the investigation, including how we
propose to resolve your complaint and what, if any, corrective measures we will implement.

If you are not satisfied with our handling of your complaint, you may lodge a complaint with the
Office of the Australian Information Commissioner. For more information about doing so, visit
https://www.oaic.gov.au/privacy/privacy-complaints/.

Changes to privacy policy

As we aim to ensure our privacy policy remains current, this policy is subject to change from time to
time. We may modify this policy at any time, in our sole discretion and all modifications will be
effective immediately upon our posting of the modifications on this website. Please return
periodically to review our privacy policy.
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